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BUPERS NOTI CE 5216

Subj: SI GNI NG OF CORRESPONDENCE “BY DI RECTI ON' FOR CHI EF OF
NAVAL PERSONNEL ( CHNAVPERS)

Ref : (a) SECNAVI NST 5216. 5D

Encl: (1) Listing of Billets/Positions Authorized
“By direction” authority of Chief of Naval Personnel
( CHNAVPERS)

1. Purpose. To authorize incunbents of billets/positions

wi thin Bureau of Naval Personnel (BUPERS) to sign routine
correspondence and reports “By direction” of Chief of Naval
Per sonnel (CHNAVPERS) per guidance contained in reference (a).

2. Pr ef ace

a. These guidelines do not cover who will sign
correspondence in every possible situation; however, they do
cite specific types of correspondence that require signature by
CHNAVPERS. Ceneral rules and guidelines for signing other types
of correspondence are al so provided.

b. Reliance nust be placed on good judgnent and common
sense of those in the command who are responsi ble for proper
preparation and signing of correspondence. Were there is any
doubt, correspondence should be forwarded for signature to a
person higher in the chain of command. This procedure will keep
those at higher levels inforned and, at the sane tinme, show
proper courtesy to the recipient of the correspondence.

3. Action. CHNAVPERS will sign all official correspondence
t hat

a. establishes policy.

b. centers on the command’s m ssion or efficiency and is
addressed to higher authority.
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c. Iis required by law or regulation to be signed personally
by CHNAVPERS.

4. Del egation of Authority

a. Except as otherw se indicated above, Assistant Chiefs,
Navy Personnel (ACNPs), Special Assistants (SAs), and Staff
Ofice Directors (SODs), as listed in enclosure|(1l) are
aut hori zed to sign official correspondence “By direction” on
matters within their area of responsibility.

b. Acting Chief of Naval Personnel. Wen CHNAVPERS is
absent for an extended period of tinme, the tenporarily
succeeding officer will sign official correspondence and the
word “Acting” wll be typed below the typed nane. Exanpl e:

A. B. SEA
Acti ng

c. Signing “For’ an absent ACNP, SA, or SOD. There are
occasi ons when docunents are in final formand the official that
woul d normal Iy sign the docunent is absent. Rather than
retyping the docunent and rerouting for concurrence, the acting
official may sign the docunent with their name and the word
“for” before the typed nane of the regular signing official.
This should be used only when a delay would fail to neet a
cruci al deadl i ne.

5. Authorization

a. Per reference (a), the incunbent of each billet/position
listed in enclosure (1) is granted authority to sign
“By direction” official correspondence and ot her docunents
originated wthin the respective departnent, division, branch,
or office.

b. Each authorization listed in enclosure (1) is limted to
correspondence within the area of responsibility for each
of ficial exercising such authorization, unless good judgnent
calls for the signature of a higher official. CHNAVPERS w | |
sign correspondence addressed to higher authorities (Echel on ONE
and TWD activities) that are not in BUPERS chain of comrand.

c. Because the authority to sign “By direction” of
CHNAVPERS is given to a specified billet/position for specific
types of correspondence, the authority to sign “By direction”
may not be re-del egat ed.
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d. ACNPs, SAs, and SODs nay authorize the use of an
el ectronically generated or pre-printed formletter with an
el ectronically or pre-printed signature over the words “By
direction” in routine, repetitive cases where it is appropriate
and nore practical than to require the originator to sign
individual formletters. Electronically generated formletters
are preferable to the pre-printed formletter and should be used
to the maxi num extent possible; however, if the electronic form
letter is not practical the printing requisition for the pre-
printed letters will carry a signed certification of approval by
t he authorizing official.

6. Signatures

a. The signature of the signing official will be foll owed
by typed or stanped nanme, title, and “By direction” as indicated
bel ow:

(1) Assistant Chiefs

Name

Assi stant Chi ef

Mlitary Personnel Plans and Policy (PERS-2)
By direction

(2) Special Assistants

Narme
| nspect or General (PERS-OOK)
By direction

(3) Staff Ofice Directors

Namne
Adm ni strative Ofice (PERS-01)
By direction

b. On “MEMORANDUM FOR’ format correspondence, signature of
the signing official will be foll owed by typed or stanped nane
and billet/position title; “By direction” will not be indicated.

c. On “Business” format correspondence, signature of the
signing official will be followed by typed or stanped nane,
billet/position title, and “By direction of the Chief”.
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7. Changes to List of Billet/Position Listing. Request for
changes to enclosure (1) will be submtted via E-Mail to
Director, Directives & Records Managenent (PERS-013) by ACNPs,
SA, SODs or their designated representative.

8. Cancellation Contingency. This notice nmay be retained for
reference purposes. This notice will remain in effect until
superseded by another notice on the sane subject.

o

G L. HOEW NG

Di stribution:
BUPERS| NST 5218. 3F
Li sts 1A, 1B and 2A
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LLET/ PCSI TI ONS

AUTHORI ZED “BY DI RECTI ON' AUTHORI TY OF
CH EF OF NAVAL PERSONNEL ( CHNAVPERS)

| ncunbents of the below listed billets/positions are granted

authority to sign “By direction”

of CHNAVPERS offi ci al

correspondence and ot her documents within their respective area
of responsibility concerning routine matters connected with the
billet/position. Restrictions or specific authorization

pertinent to a particular billet

/position are |isted.

ASSI STANT CHI EFS NAVY PERSONNEL ( ACNPs)

PERS
CODE | BI LLET/ POSI TI ON TI TLE RESTRI CTI ON:
7 Assi stant Chief, MPN Al'l correspondence within the
Fi nanci al Managenent responsi bility of the MPN Financi al
Managenent’'s O fice
SPECI AL ASSI STANTS ( SAs)
PERS
CODE Bl LLET/ PCSI TI ON TI TLE RESTRI CT1 ON:
00A Executive Assi stant Al'l correspondence within the
responsibility of the Executive
Assi st ant
00B Deputy Chi ef of Naval Al l correspondence within the
Per sonnel responsi bility of the Deputy Chief
of Naval Personnel
00F Flag OFficer Mgnt & Al'l correspondence within the
Di stribution responsibility of the Flag Oficer
Mynt & Distribution’s Ofice
00G Command Car eer Counsel or Al'l correspondence within the

responsibility of the Command Career
Counselor’s O fice

Encl osure (1)
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SPECI AL ASSI STANTS (SAs) (Cont’d)
PERS
CODE | BI LLET/ POSI TI ON TI TLE RESTRI CTI ON:
OOH Equal Opportunity Advi sor Al l correspondence within the
responsi bility of the Equal
Qpportunity Advisor’s Ofice
00K | nspector General Matters Al'l correspondence within the
Advi sor responsibility of the Inspector
General Matters’ Ofice
0oL Legal Advi sor Al'l correspondence within the
responsi bility of the Legal
Advisor’s Ofice
(0]0]\Y] Command Mast er Chi ef Al'l correspondence within the
responsi bility of the Command Mast er
Chief’'s Ofice
OON Navy Survey Policy Ofice Al'l correspondence within the
responsi bility of the Navy Survey
Policy’s Ofice
PAO Speci al Assistant for Al'l correspondence within the
Public Affairs responsibility of the Public
Affairs’ Ofice
00Q Quality of Life Liaison Al l correspondence within the
responsibility of the Quality of
Life Liaison's Ofice
O0R Center for Career Al'l correspondence within the
Devel opnent responsibility of the Center for
Car eer Devel opnent’s O fice
00S Secretari at Al'l correspondence within the

responsibility of the Secretariat’s
Ofice

2 Encl osure (1)
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SPECI AL ASSI STANTS (SAs) (Cont’d)
PERS
CODE | BI LLET/ POSI TI ON TI TLE RESTRI CTI ON:
00X Speci al Assistant for Al'l correspondence within the
Legi slative Matters responsi bility of the Speci al
Assi stant for Legislative Matters’
Ofice
00y Speci al Assistant for Al'l correspondence within the
Cl ai mancy Budget Liai son responsibility of the Specia
Assi stant for C ai mancy Budget
Liaison’s Ofice
00z Legi sl ative Al'l correspondence within the
Mat t er s/ Congr essi onal responsibility of the Legislative
Advi sor Mat t er s/ Congr essi onal Advisor’s
Ofice
STAFF OFFI CER DI RECTORS ( SCODs)
PERS
CODE Bl LLET/ PCSI TI ON TI TLE RESTRI CT1 ON:
01 Adm ni strative Ofice Al'l correspondence within the
responsibility of the Adm nistrative
Ofice
02 Resour ces Al'l correspondence within the
Managenent / Conptrol | er responsi bility of the Resources
Managenent / Conptroller’s O fice
03 Manpower & Organi zati onal Al l correspondence within the
Plans O fice responsi bility of the Manpower &
Organi zational Plans Ofice
05 Public Affairs Ofice Al'l correspondence within the

responsibility of the Public Affairs
Ofice

3 Encl osure (1)
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STAFF OFFI CER DI RECTORS ( SCDs)

PERS

CODE | BI LLET/ POSI TI ON TI TLE RESTRI CTI ON:

06 O fice of Legal Counsel Al'l correspondence within the
responsibility of the Ofice of
Legal Counsel’s Ofice

07 Chief of Information Office |Al correspondence within the
responsibility of the Chief of
Information's O fice

08 G vilian Personnel Policy Al'l correspondence within the

Ofice responsibility of the CGvilian

Personnel Policy’'s Ofice

4 Encl osure (1)
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